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PEESONSEL RAGULRTEON TS AND DRESCRIPTIOS OF LUTIZS

1e Duties previcusly prescribed for the tscretary and the Aselstant
Secretary are on {ils in the office of the Axeculive for Perponnesl snd Admin-
tatration. 4 description of the (unctions ascigned to the Seoretariat 1
attached ag Tab T.

2. In sddition, the Sscretarial is designed to provide ICAFS snd the

CI1G opsrating offices with & channel through wideh policy and all other matiers,
sxospt personnel and administration, originating in these offices may be brought
to the attention of ths Exscutive Director, Assistant Exscutive llrecter, or

e Director of Csntral Intellipgsnce for decision. 411 the documsnts preparad
in CIG (with sxception of personnel and admiaistrative uatters) will be seresned
by the Secralariet ut one time or another. Tha tacretariat will be reguired o
study the situation, review the proposed remedy, ard repori lindings or recor~
nendations to the Dirsetor, after coordinating with the Zxecutive Director,
for decision.

3, The volume of work, prassure and the complexity of problems &t this
lavel wil)l be so great that the following mimimor ntaff (6) is required:

P § 3‘%%; %11‘, G&ptn’ ﬁ-ﬁ}"l‘s

« 1 issiztant Secretery, Col., Capt., CAkedk

+ 1 Staff Assistant, Capte, Lte (Bege), CAFell
1 sduinistrative asssistant, CAreS

o d, 1 sdnministrative Assistant, CAP=]

wioe

Lo

i

Le The deeretary (CATLY) (in sddition to the dutdaes described in

-

&, That problema of policy arising in IUAPS and ihe various

of ficee within CIG are broucht to the attention of the
Dirsclor, the Trecutive Director, or issistent Wxacuillive
Dirsctor for consideration snd decislion, imsuring tast
recomsandations are clear and cencise, responsive to
directives, consistent with existing policies and have
been properly coordinated.

be That actione recomwsnded and approved are lollowad up

with the appropriate offices and officers, both within

Ci6 srwd in other agencies of the govermmani.

ce Toe proper clearance of policy documents emanating {ro=

the various offices of tha CIC bafore preseniation to
the Director and after coordination with the Txecutive
Directors In this comnsction he works with poliey
officers, i.e.,, office heads, in shaping doguments,
taking the indtistive in bringing ebout revisions in
policy oparations, resolving controversial issues as
between or among varioue offices, a&nd genarally
bringing to bear his intimete imowledgs of the atti-
tudes, desires snd methods of the NIA, IAB, and CI0
of ficials as svidenced by thair record of past de-
cisions, deliverations in staff meetings and personal
discussions. The incumbent is thus placsd Ln & rather
unique position of coordinating and shaping prepsration,
prassctation, documentation and implementation of policy
matters throughout the CI0 which sust ressive the atten-
tdion of the Irsctor.
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5« ‘The Seersiary priparss sgenda, attands and keeps sifiutes of any KIA,
148 or Zxscutive Staff ueetings, infitiatess the lmplementation of declslons
wade thorein, snd perforss such ather dutlies as the =ffective funciiominy of
the HIA, IAB mud CIO may requirs, and is responsible for coordinating the
wrk of all these comittess. Incumbant mpeaks and acts for the Director and
the Bxeeutive Director and, whore nacossary, the ipsictant Bwescutive idrsator
with regard to peligy satters, particulerly those inwlving lop-level decisions
by the ¥iAke In the performance of his work the Seoretary iz in almost constant
vomsmndcation +ith the top policy offloars of the CI0 and many key officials in
the Departments, JSuch of his work is sccomplished through the media of informal
mostinge and 4 soussions.

dovelops wrk methods for the division and sssuses responsibility

¢ the Beoretarist properly geaved to best sorvics tio nomds of UlG.
{Inds function has never been done before in the field of foreign intsliipance,
and the individual assigned to the task will have respensibility ilor the
initial developmant of tha whole schere of machinery for the progras working
with & minimum of diregtion and instruction.) MNe will be required io atudy
and sppraise sdnutes of HIA, IAB or ths Dirsctor's stafl meetings, as well as
reparis, documants, and based on such study and appraisal will formulets re-
comaandaiions moiﬂng the consideration of such problese as duplicetion ang
overlagping of policy deaisions, and insufficient development and coversge of
tachnical problsms under considerstion. The Secretary, ZIA, ie absant from
his office ovar filty per eent of the time, and the Asxistant Seeretary,
tharelore, must ingure that imuediaie mclion is takes on all papers and docu-
ments subaitiad to the Secretariat, The Assistent Seoretery will have full
suthority to act for and in the name of the Segretary.

Te One Staff Assistant (CAF=11) or the military squivalant w1l be re-
quired. This individuel will sorve as lisleon and genaral sxpsditer hetween
the isaretary and the various offices. In this connection bs will be required
0 make & comprebensive sualysis of all CIG dogumants submitted to the Secre-
tariat which will involve careful comsidorstion as to the sufliciengy and ade~
quacy of the naterial, adequate terms of raference, dupliestion or overlapping
of policy considerations. !e will be required to perform sxtsnsive research,
investigation and verification, prepare such special reports as royuested, and
must heve an appreclation of the relsationsidp of the subest to ganersl foereign
intellligeroe policy as wall a8 to speciflc intelligence problems. Ye must wmake
recoxmendations a8 to how certain insdequaciss and inconveniencon uay be core
rected, as to the nead for further aubject devalopment on the nart of the oper—
ating officialy, and for additional coovdinstion. He should have & Mmoxlodps
and backpround of the policies and procadures of dar, Alr, Gavy and/or Ztate
orgudisationz, He mustt

&+ Datect inconsistenciesr as they develop.

B, 2aise questions.

& Pelnt oul the gaps whore 1t is belleved thut the policy
determdnations have not bean closrly worked out, and
if pertain policy determinations are indicative of a
trend shiich sesus fo werrant the malkdn: of o omprebonsive
study of report, ha sither:

(1; Initintes the study, ar
{2} Has 3t conducted by the propar ofiice.

ds Horik on the development of critsria by which pelicy matiers
mny be evaluated and s detersdpation made ge to the adequacy
of documeniation, lnvolving conatant disoussions with top-
invel policy officers.

6 The Assistent Jecrstary (CAP-1h) (in addition to duties described in
Tor mgt

CUNt v AL

Approved For Release 2001/08/09« £1A-RDP85-00869R000100030003-8



Approved For Release 2001/08/09 : CIA-RDP85-00869R00010003%lugﬁN l lAL

oe Serve as liaison to the Offices, Branches, Divisions.

T, Keep the Offices, Pranches and Jivisions advised by
sssisting then in obtaining for their guidancs a
derinttive statement of CIG policy whers none has Been
previcusly expressed.

g+ AMdvise the Cffices, Brasches and Divizlons of existing

ks Anelyse poliqy recomiendations formilated in order to
obtain an understarciing of existing policy and peligy

1. Aseist ihe offices in proparing documesnts for sulmission
te the Txacutive Staff, Yxscutive Director, or the Lirec~
tor of Central Intelligencas

B, One Administrative Assistant, CAFeS, will be required. This individual
will perfors responsitle work which requires & scuprehansive kmowladge of the
work of the CiG, ite organizational structurs, the personnel of tha offices,
branches and divisions. In this connection the incumbtent w1l reviaw policy
documents to determines

a. dhether any commitiss or offiee is working om the sams
subijsvt,

ar

be Has compieted & similar study.
5. Uhethor the reccmssnistions are supported by adequate
date.
d. ihether all concernad wiih the subject matier have soen and
approved Ghs document.

Incumbant will prepars any necessary documontatien mxl foreurd documents lox
approval and transmigsion to the Director for final approvals ‘he will maln-
1ain an office of record ior HIA documents, IAR documents. Bhe will be ro-
guired to perforn extensive resenrch for the Secrstary and isslstant Jecratary
on N14 &nd TAB directives, papers, and declsions. Sha will previde a rasearch
sarvice to 1CAPS and the CIG offices on all NIA and IAB matlars.

5« Onm Administrative Assistent, CAF=T, will be required. Ibie individual
will work clowaly with ihe Administrative Assistant, (AF-9, and vill act fov. har
4in har absengm. I1n addition she will periorm DRCRBSAry clarical and stsmogrephlc
work for the Secratary.

19, Tha Dlark-Stenogrspher (CAY-5) will act aa secretary for the Assistant
smeretary snd will:

&, Texe dictadion.

B, Transoribe dictaticn

o+ HKeep necessary records

+ Follow up on deatline papers

. Perfors other duties ar raguired.
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